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I.    PURPOSE 

To  establish  a  standardized  policy  and  procedures  for  the  City  of  Boston  regarding  the 
review  of  criminal  records  of  employees,  final  candidate(s)  under  consideration  for 
employment  and  for  those  individuals  providing  contract  services  in  positions  where  the 
employee  would  have  unsupervised  contact  with  children  18  years  of  age  or  less,  disabled 
persons  or  the  elderly.  Alternately,  the  City  may  choose  to  have  the  vendor  perform  the 
CORI  checks  on  their  employees,  in  accordance  with  the  guidelines  of  this  policy  and 
provide  a  statement  to  the  City  attesting  to  this  check.  For  the  purpose  of  this  policy,  final 
candidate(s)  are  defined  as  individuals  to  be  hired  pending  a  clean  or  cleared  CORI  check 
or  regular  trainee  or  volunteer/intern  positions,  which  entail  the  potential  for 
unsupervised  client  contact  in  the  City  and/or  City  funded  vendor  agency  programs. 


n.  POLICY 

In  order  to  ensure  that:  all  employees  with  regular  unsupervised  contact  with  children 
under  the  age  of  18,  disabled  persons,  or  the  elderly;  all  final  candidate(s)  to  be  hired  or 
to  provide  contract  services  in  these  positions,  are  appropriate  for  the  position,  a  Criminal 
Offender  Record  Information  (CORI)  check  shall  be  performed  regarding  such 
individuals.  This  policy  sets  minimum  standards.  Stricter  standards  may  be  set  by 
federal,  state  or  private  grant  funding  requirements.  The  City  of  Boston  reserves  the 
right,  in  accordance  with  all  relevant  state  and  federal  laws,  to  deny  employment  to  any 
individual  with  a  positive  CORI  finding.  This  policy  shall  not  supercede  employment 
ineligibility  for  any  other  pre- qualification  requirement  of  any  division  of  the  City. 

The  City  reserves  the  right  to  change  or  amend  this  policy  in  accordance  with  federal, 
state,  municipal  law,  rules  and  regulations  or  based  on  operational  needs. 

m.  PROCEDURE  -  New  Hires 


A.  Criminal  Record  Information  -  Applicant  Disclosure 

The  final  candidate(s)  who  meet  the  criteria  set  forth  in  Section  I  (Purpose)  and  Section  11 
(Policy)  shall  complete  a  consent  and  background  check  form.  The  application  process 
utilized  by  the  City  of  Boston  shall  contain  a  form  regarding  a  candidate's  criminal 
record.  No  offer  of  employment  shall  be  considered  for  candidate(s)  for  jobs  designated 
under  Section  I  and  n  above  unless  the  individual  completes  this  form. 


B.  CORI  Checks  for  the  City  of  Boston  Candidates 

1 .  The  Oifice  of  Human  Resources  shall  ensure  that  the  final  candidate(s) 
who  meet(s)  the  position/consultant  criteria  provides  consent  to  a 
CORI  check  as  part  of  his/her  application  process  pending  an  offer  of 
employment.  Any  final  candidate  who  refuses  to  sign  a  consent  shall 
be  disqualified  from  consideration. 

2.  All  CORI  checks  that  have  a  "No  Record"  finding  shall  be 
communicated  back  to  the  Department  Head  or  Hiring  Manager  by  the 
Office  of  Human  Resources  and  shall  be  valid  for  45  business  days.  A 
"No  Record"  finding  may  be  used  for  consideration  for  other  positions 
during  such  45  days.  If  the  individual  is  not  hired  within  45  business 
days,  a  new  CORI  check  must  be  conducted  prior  to  hiring. 

3.  No  candidate  shall  commence  employment  services  until  after  written 
confirmation  that  the  Criminal  Offender  Record  check  has  resulted  in  a 
finding  of  "No  Record"  or  until  fijrther  review  is  complete.  In  the 
event  of  a  situation  deemed  urgent  by  a  Department  Head  with  a  short 
time  period  before  which  an  offer  must  be  made,  Office  of  Human 
Resources  can  either  submit  a  request  to  a  private  agency  or  approve 
hiring  pending  a  clean  or  cleared  CORI. 

4.  The  Director  of  Employment  and  Recruitment  or  designee  shall  review 
all  CORI  checks  that  produce  any  positive  findings  of  criminal  records 
and  recommend  a  course  of  action  to  the  Director  of  Human  Resources 
or  designee.  The  Director  of  Human  Resources  or  designee  will 
render  a  decision  regarding  a  course  of  action  based  upon 
consideration  of  this  recommendation. 

5.  This  decision  will  be  shared  with  the  relevant  Department  Head  or 
Hiring  Manager  in  a  timely  and  respectflil  manner,  with  an  opportunity 
to  appeal  the  decision  consistent  with  the  procedures  and  time  line 
guidelines  under  Section  C. 


C.  Criteria  for  Review  of  Criminal  Records 

1 .    The  Director  of  Employment  and  Recruitment  or  designee  shall  review  positive 
findings  from  the  CORI  check  giving  due  weight  to  the  following; 

a.  Date  of  the  conviction; 

b.  Age  of  the  individual  at  the  time  of  the  offense; 

c.  Degree  of  satisfaction  of  any  parole  or  probation  condition; 

d.  Seriousness  and  specific  circumstances  of  the  offense; 


e.  Relationship  of  the  criminal  act(s)  to  the  nature  of  the  woric  to  be 

perfomied; 
f  The  number  of  offenses; 

g.  Any  relevant  evidence  of  rehabilitation  or  lack  thereof 

Within  three  (3)  business  days  of  receipt  of  a  positive  report,  the  Director  of 
Employment  and  Recruitment  will  (a)  arrive  at  a  recommendation  to  hire,  not 
hire,  or  to  gather  more  information  and  (b)  convey  the  recommendation  and 
rationale  to  the  Director  of  Human  Resources  or  designee. 

The  Director  of  Human  Resources  or  designee  will  render  a  decision  based  upon 
review  of  the  recommendation  within  two  (2)  business  days. 

If  the  recommendation  is  to  hire,  within  two  (2)  business  days  of  the 
recommendation  selection,  the  Department  Head  or  Hiring  Manager  will  be 
informed  that  the  applicant  has  been  cleared  for  hire,  without  information 
regarding  whether  the  COR]  was  positive  or  negative. 

If  the  recommendation  is  to  obtain  more  information,  the  Director  of  Employment 
and  Recruitment  will  take  steps  to  gather  the  information  and  make  a 
recommendation  based  upon  the  CORI  record  within  four  (4)  working  days.  If 
additional  time  is  needed,  an  extension  may  be  requested  of  and  granted  by  the 
Director  of  Human  Resources  or  designee.  The  Department  Head  or  Hiring 
Manager  will  be  informed  within  (2)  business  days  of  the  decision  to  gather 
information  and  provided  with  a  timeline  associated  with  the  CORI  record. 

Within  three  (3)  working  days  of  receiving  a  recommendation  following  a  CORI 
finding,  the  Director  of  Human  Resources  or  designee  will  decide  on  an  action 
step.  If  the  decision  is  to  hire,  then  steps  3  and  4  above  will  be  followed. 

If  the  decision  is  not  to  hire,  then  the  Department  Head  or  Hiring  Manager  will  be 
informed  within  two  (2)  business  days  (although  the  specifics  of  the  CORI  finding 
will  not  be  shared).  If  the  Departinent  Head  or  Hiring  Manager  chooses  to  appeal 
the  decision,  the  Director  of  Human  Resources  or  designee  and  the  relevant 
Department  Head  will  review  the  case.    CORI  findings  of  a  lifetime  presumptive 
disqualification,  as  defined  by  the  Massachusetts  Department  of  Public  Health, 
are  not  subject  to  appeal. 

The  Director  of  Human  Resources  or  designee,  and  the  Director  of  Employment 
and  Recruitment  may  request,  on  an  individual  basis,  that  the  Chief  Operating 
Officer  review  decisions  made  concerning  the  eligibility  of  a  candidate. 
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D.         Record  Dissemination 

CORI  records  may  be  disseminated  only  in  accordance  with  the  statute  or  rules  of  the 
Criminal  History  Systems  Board.  The  Director  of  Human  Resources  or  designee  and  the 
Director  of  Employment  and  Recruitment  shall  review  positive  findings  from  the  CORI 
record.  CORI  information  may  only  be  used  to  fiirther  the  protection  of  children  18  years 
of  age  or  less,  disabled  or  the  elderly  and  for  no  other  purpose.  Improper  use  of  CORI 
information  is  both  civil  and  a  criminal  offense,  and  would  subject  an  employee  to 
discipline. 


rv.        PROCEDURE  -  Employees  with  unsupervised  contact  with  clients. 

A.  Criminal  Record  Information 

1 .  All  employees  who  have  unsupervised  contact  with  children 
1 8  years  of  age  or  less,  disabled  or  the  elderly  shall  have  a 
Criminal  Offender  Record  Information  check  performed 
periodically. 

2.  The  CORI  checks  shall  be  performed  in  accordance  with  the 
procedures  set  forth  above  in  Part  III,  Section  C- 1  and  D. 

B.  Criteria  for  Review  of  Criminal  Records 

All  positive  CORI  findings  shall  be  reviewed  by  the  Director  of  Employment  and 
Recruitment  in  accordance  with  the  criteria  set  forth  in  Part  III  Section  C  of  this  policy. 
If  the  employee  is  performing  services  under  a  contract  or  grant  which  requires  a  more 
comprehensive  review  and  such  review  is  in  accordance  with  the  laws  of  the 
Commonwealth,  the  criteria  set  forth  in  the  contract  or  grant  shall  apply. 

V.         PROCESS 

A.         New  Hires 

Step  I  Department  Head  or  Hiring  Manager,  when  requesting  to  post  a  position, 

will  determine,  in  consultation  with  the  Employment  and  Recruitment 
Unit  in  the  Office  of  Human  Resources,  whether  a  CORI  check  will  be 
required  for  the  final  candidate(s). 


Step  2  If  applicable,  the  Employment  and  Recruitment  Unit  in  the  Office  of 

Human  Resources  will  provide  the  Department  Head  or  Hiring  Manager 
with  a  CORl  forni  and  guidelines  for  completion  and  processing. 

Step  3  The  Department  Head  or  Hiring  Manager  will  give  the  final  candidate(s)  a 

CORI  check  form  to  complete  and  submit  the  completed  forms  for  the 
Employment  and  Recruitment  Unit  in  the  Office  of  Human  Resources. 

Step  4  Final  candidate(s)  will  be  informed  that  information  received  as  a  result  of 

a  CORI  check  will  not  necessarily  disqualify  them  as  a  final  candidate. 
The  Department  Head  or  Hiring  Manager  will  communicate  to  final 
candidate(s)  that  all  CORI  checks  which  result  in  a  positive  finding  will  be 
reviewed  on  a  case  by  case  basis. 

Step  5  The  CORI  check  consent  fonn,  with  other  required  documents,  are 

forwarded  to  the  Employment  and  Recruitment  Unit  in  the  Office  of 
Human  Resources. 

Step  6  Completed  CORI  form  will  be  given  to  the  Director  of  Employment  and 

Recruitment  for  signature  and  processing  with  the  Criminal  History 
Systems  Board  (CHSB). 

Step  7  CORI  check  will  be  sent  electronically  at  least  twice  each  work  week  to 

the  CHSB  for  processing  and  returned  to  the  Director  of  Employment  and 
Recruitment  for  review. 

Step  8  If  the  CHSB  communicates  a  finding  of  "No  Record"  for  the  final 

candidate(s),  then  the  Employment  and  Recruitment  Unit  in  the  Office  of 
Human  Resources  will  notify  the  Department  Head  or  Hiring  Manager 
within  two  business  days.  If  the  CHSB  communicates  a  positive  finding, 
then  pursuant  to  Section  III,  C.  of  this  policy,  the  Director  of  Employment 
and  Recruitment  will  review  the  CORI  information  and  recommend  a 
course  of  action  to  the  Director  of  Human  Resources  or  designee  within 
three  (3)  working  days  of  receipt  of  the  CORI  finding.  If  additional 
information  is  required  before  a  recommendation  can  be  rendered  it  will 
be  gathered  within  four  working  days  (unless  an  extension  is  granted  by 
the  Director  of  Human  Resources  or  designee). 

Step  9  The  Department  Head  or  Hiring  Manager  will  be  informed  of  the  decision 

within  two  business  days  of  review  by  the  Director  of  Human  Resources 
or  designee. 

Step  1 0  The  Department  Head  or  Hiring  Manager  may  appeal  the  decision  which 

will  be  reviewed  by  the  Director  of  Human  Resources  or  designee  and  the 
Chief  Operating  Officer.  Lifetiine  presumptive  disqualifications,  as 


defined  by  the  Massachusetts  Department  of  Public  Health,  are  not  subject 
to  appeal. 

B.         Current  Employees  with  unsupervised  contact  with  clients 

Step  1  Department  Head  or  Hiring  Managpr,  when  requesting  a  CORI  for  a 

current  employee,  will  submit  the  completed  forms  to  the  Employment 
and  Recruitment  Unit  in  the  Office  of  Human  Resources. 

Step  2  If  the  CHSB  communicates  a  finding  of  "No  Record"  for  the  current 

employee,  the  Employment  and  Recruitment  Unit  will  notify  the 
Department  Head  or  the  Hiring  Manager  of  the  finding.  Then  the 
Employment  and  Recruitment  Unit  will  maintain  the  record. 

Step  3  If  the  CHSB  communicates  a  positive  finding,  the  Director  of 

Employment  and  Recruitment  will  review  the  CORI  information,  then 
forward  the  information  to  the  Department  Head  or  the  Hiring  Manager 
who  is  CORI  certified. 

Step  4  The  Department  Head  or  Hiring  Manger  will  then  set  up  an  appointment 

with  the  current  employee  to  review  the  CORI  results. 

Step  5  The  Department  Head  or  Hiring  Manager  in  consultation  with  the 

Employment  and  Recruitment  Director  will  determine  an  appropriate 
response. 

Step  6  The  CORI  information  will  be  returned  to  the  Employment  and 

Recruitment  Unit  for  maintenance  of  the  record. 


